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Thlef, Hanagement Staff

‘leting Pirector of lLogistics

fieperal Cervices Administration Hendbock, "Plain Letizra™

“emo Trom Chief, Manepement Staff deted 18 May 1955, same subject
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1. Several senbers of the 0f€ice of Loglstics have reviewed
subjact hardtook apd fesl that the basic princinles of "Flain
Letters® could well be applied te Azency correspondence, both
letters end lutra-igency memorzndums,

Ze This Office considers that stoexing in the Tuilding
Jurply Rooms is not the bept medium of disseminsbing "Plain Letters®
throughout the Agency. There is & natural tendency on the part of
arployees to forget to stoo by ithe Supply Keam for those 1tems which
are not deily neceasities, It is sugpested thui issusncs of an
sgency or 0ffice notiee sndorsing the srt of simple writing as
govared in ¥Plain Letters™, accompanisd by ar iritiel RABY distri.
mation of the handbook, wculd sccomplish more, 4 suell veserve stoek
evuld e relained by Raecords Mansgement Division,

3. The Gffice of lLoglatics wonld like sixty coples of the hand-
ook Tor distribution to section lewvel

1% OL/AS/Giamel (9 June 55)
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